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OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward SiQned original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334, .' 

FileiSarrangd: C h r o n o l o g i c a l l y  and n u m e r i c a l l y  by month - 
- 

I- __ 
L Monthly Referena Rats How of& are records referred to which are: 

5 
One to six months old a__; Seven to twelve months old __ 10 -, . Thirteen to twenty-four months o l d 5 ;  

? twent\/-five months and older ___ 

Letter-size drawers __ --: Legal-:ize drawers ---: Shelves --: Other (qscify) ~~ 

_____ ~-~ _____ _- - . Annual Rate of Armmuletion of Records 
3 l i n e a r  f e e t -  

_I_ 

FOR AGENCY USE 1. Agency'Address 1 
pplication Date Georgia  B u i l d i n g  A u t h o r i t y  a .  

A t l a n t a ,  Georg ia  30334 

Account ing Department 
1 MLK Jr., D r i v e  pplication Number 

Robert Vance .____ Account ing  S u p e r v i s o r  ~- - - 3 a - G L  

FOR RECORDS MANAGEMENT USE ~- __ 
AppIicatlon Number 

'80-'39 9 
NQV 2 5 1980 _- BE$ 5 1980' 

__.___ 
Oan Recsived Date Completed 

_ _ _  - -  ~ ~~ ~~~ 
I __  

FAaion  Requertd 
1. 
b. 
c. 0 Amend Checkone: - 0 Change; 0 Supercede; 0 Void 

[Ip Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

1. Dates of b r i e r  
hrliest Latest 

(followed by title used in affim; if differend 

1978 I To D a t e  I P a r k i n g  S t a t u s  - B i s t e r s  (Computer print-out) 
What is the function of the Division and the Office in which t h i s  record series is created? 

- 
I. Division and Office Function 

To adminis te r ,  o p e r a t e  and m a i n t a i n  a l l  s t a t e  owned b u i l d i n g s  
i n  t h e  c a p i t o l  area, i n c l u d i n g  t h e  s u p e r v i s i o n  of c l e a n i n g  
s e r v i c e s ,  r e g u l a t i o n  of e n t r y  i n t o  b u i l d i n g s ,  t h e  p r o v i s i o n  
of p h y s i c a l  s e c u r i t y  fo r  t h e  b u i l d i n g s ,  t h e  a d m i n i s t r a t i o n  o f  
s t a t e  owned p a r k i n g  areas and s t a t e  p rov ided  e a t i n g  f ac i l i t i e s .  

_- _- __ 
r. Record Series Davxiption This file contains the foll&ing documents (include form numbenand titles. if anyl: 

Attach sampler of the file. 

a l i s t i n g  o f  avai lable  and a s s i g n e d  p a r k i n g  s p a c e s  Documents relating to: 

Indudedare: A comple te  p r i n t o u t  showing e v e r y  p a r k i n g  s p a c e  i n  a l l  s t a t e  
owned p a r k i n g  areas, whom p a r k i n g  s p a c e  is a s s i g n e d  t o ,  o r  t&h 

v a c a n t  



- _ _  
a. I s  this the official copy of the series? 

b. Does the series contain confidential information requiring security handling7 If yes, cite law or regulation. 
___ .- 

._ -- __ _ _  
__I- - ._ __ _x x 

c. Is this a vital record' 
d. Does this series have historical or long term research value? 
e. When one or two documents in the fi le make it necessary to keep the entire f i fe  for a long period, could these ' . d o c u m e n y b e ~ ~ d u ~ p a r a t e l v ?  ' pi-_ 

_X f. I s  the informakantained in t h i s s e r i e r e v s r m b ?  I e ch CQPL 

x 9. Is the information contained in this series ever analyzed and/or recorded in a summarized report? 

h. Is there a duplication of this series in your office, or in another office or agency? 
If attach c o i - - -  - - 

k r e L - -  - 

&esularlu mirmfilmdl - 
1 f W . W  

~s a corn glrLer.nLa . _  

I 2 ~ k t h ~ ~ ~ ~ C ~  DCdQKI 

?etention Roquirnments 
i. R ~ e ~ ~ ~ d ~ ~ ~ u ~  

The following requires the series to be kept: 

a. State Law - -  years. d. Audit period L y e a r s .  

c Federal law - -  years. f. Federal retention instructions L y e a r s .  

Attach copy or exart  of laws or regulations. Explain administrative need. 

b. Statute of limitation 2- years. e. Administrative need 2 - years. 

-_ 
ZApproved Disposition Instructions This agency recommends that the file series be cut off a t  the  end of each: 

0 Calendar Year; a Fiscal Year; 0 Other then, 

& Hold in the current files area rnonth(s) 1 year(s); then 
0 Transfer to local holding area; hold 
gl Transfer to State Records Center; hold L y e a r ( r l ;  then 
I0 Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other I S w W  

year(s); then 

These instructions apply to a l l  prior and future accumulations of the series. 

80-397 
lecornmendations in para- 

If disapprowd, attach le 
If explanation.) 

raph 12 are approved. - 
I____-- 

3-50-71. Rev. 7 6  
- 


